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(1) Differences in reporting periods.

(2) Non-receipt of basic records in the
interested offices.

(3) Delays in receipt and delivery of forms
for accounting purposes, especially at the end
of each month.

(4) Lack of full coordination by the
offices concerned.

Procedures have been esteblished for requesting and reporting
security clearances (Exhibit C) which will eliminate these
difficulties.

e. The system for controlling case files is being standardized,

in order to eliminate unnecessary controls, logs and records.
A standardized 3x5 case control card for use by the Operations
Staff, Special Referral Group, and field offices has been
designed and is in the process of being reproduced. The basic
information, such as name, pseudo number, date case was
received in the Inspection and Security Office, requestor,
case number and type of case will be reproduced on the cerd
by the NG . ough the use of a "Ditto
Master", and the required number of control cerds will be
forwarded with the case to the Operations Staff, Special
Referral Group, end the field offices. This will eliminate
unnecessary typing by the operating elements of the Inspection
and Security Office and therefore expedite processing of cases.

f. At the present time, control end statistical information
is being typed on blank 3x5 cards and other informal records by
the A 5x8 Special Security Division
statistical control card for recording this information has
been designed and is in the process of being reproduced. This
will not only simplify the control and recording procedures,
but will also result in more accurate reporting.

g. The internal operational reports being prepared in the
Special Security Division are being analyzed for possible
consolidation. Also consideration is being given to the sub-
mission of certein of these reports weekly, instead of daily.
Revised reporting forms are now in the process of being prepared.

h. The space occupied by the Inspection and Security
Office at 2210 E Street was most inadequate since it could
not be properly utilized from a work flow standpoint. This
has been corrected since the space now occupied in Building
I permits proper utilization and provides an excellent work
flow with a minimum of transportation time.
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references is very difficult to operate and most time

4. A shortage of clerical personnel in the
I bes caused considerable overtime expenditure an
also caused backlogs. This shortage has been due to both
recruitment difficulties and lack of T/O vacancles, A
revised T/O has been submitted by the Inspection and
Security Office requesting the necessary positions.

25X1A
25X1A

Jo The agents assigned to the Special Referral Group-CE
vho are located in L Building do not have adequate working
space since five agents occupy & very small room (approxi-
mately Tx10 feet) which can be entered only through a larger
room used for a "coat room" and for microfilming records.

It is recommended that action be initiated to provide
adequate space in L Bullding for these agents. The space
to be assigned should be as close as possible to the

IID file roam in order to reduce transportation time. In
addition, it is necessary for the agents to prepare reports
in longhand (approximately %00 per month, averaging 4 or

5 pages each) since neither stenographers nor dictating
equipment are available for their use. If they were avail-
able, they could not be properly utilized because of the
insdequate space. It is further recommended that as soon
as adequate space has been provided, dictating machines be
procured for the agents, This would not only result in
proper utilization of skilles but would also expedite
clearances.

ko, The Chaindex which is now being used by both
for recording

25X1A

consuming. An anelysis 1s being made to determine the
most efficient type of equipment to use for this purpose.

1. The use of IBM equipment for statistical reporting
and control purposes and other types of office machines
by the Inspection and Security Office is being studied.
The results of this anslysis will be submitted in
subsequent progress reports.

m. In June 1951, the [N -
brought under the Office of Origin system of investigations
which was already being used by all other Special Security
Division field offices. Under this system the field office
designated as the Office of Origin is responsible for the
complete investigation of & given case. This reduces the
number of reviews on each case by Headquarters, Special
Security Division, and thus not only saves man-hours, but
also expedites the processing of cases. Arother major
result of this is that under this system, in case of
national emergency, Headquarters for Inspection and
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Security Office investigative activities could be established
immediately in any other location within a matter of a few
days.

n. The Security Officer held meetings with OPC and 0OSO

during the week of 22 July 1951 to make necessary arrangements
for expediting the processing of provisional operational
At these meetings, the following was agreed upon

(1) 0SO and OPC have standardized request
forms to better facilitate preparation, routing
and reviewing of requests.

(2) Background data for CIA indices check is
now typed on a colored form by the Inspection and
Security Office. This colored form immediately
identifies the case as one to be handled ahead of all
other cases in the Inspection and Security Office and
in IID, 0SO. In connection with the IID check, 0SO
has guaranteed one-day service for these requests.

(3) After the colored forms have been searched
against CIA indices the results are immediately
telephoned to the requestor.

It is desired to point out that the personnel in the Inspection
and Security Office have not only cooperated whole-heartedly in the
conduct of this study, but have also contributed materially to the
results achieved.

Enclosures: Exhibits A, B, C.
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26 July 1951

MEMORANIUK FOR: Personnel Director
Chief, Administrative Services
Assistent Deputy (Inspection snd Security)

BUBJECT: Procedure for Routing snd Processing Security
Requests.

Effective 1 August 1951 one copy of Form Ho. 38-1, Personal
Higtory Statemsnt, will be transaitted from the Personnel Office
at the time security clesrances sre requested of Inspection and
Security for spplicants selected for sppointment. The request
for sesurity clesrsnce, together vith the materiale ac
the request, will be routed in accordance with the procedure
cutlined as follows:

1. Porm No. 37-104, Request for Security
Clearance, vwill be prepared by the Trsunsactions
and Records Branches of Perscunel Division {Overt)
sud Personnel Division (Covert) in accordsnce with
existing instructions.

2. Ivo envelopes vill be prepared and addressed
by the Transactions end Records Brenches, ss follows:

’ 8. mﬁmk-l“u“w“
Personnel Security Brench, Rocm 2516, I
Building.

b. Envelope Ho. 2 will be addressed ¢o
the person responsible for handling security
requests and controle within the initisting
Transacticns and Records Branch.

3. The following material will be inserted in
the envelope (Envelope No. 1) sddressed to the Perscanel
Security Brench.

&. A trapsmittel list, containing the
bames of the individuals for vhom security
clearence is requested showing also the
type of clearance requested, and the serial
request number shown on the Form No. 37-10k.

b. The original of Form No. 37-104
prepared for esch person included on the
Arensmittal 1liet; all Forms No. 37-10% will
be placed together in a sealed envelope.
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¢. A Form No. 38-1, Persopal History
Statement, for each individual listed.

4. An Appendix I for each persou listed.

e. Two photograpbs for esch persou listed
{(1ast nsme of perscm writtem on veverse aide of

each photogreaph).

f. If applicable, requmsts for waivers,
exceptions tollll wemcrenda from operating 25X1A
micm- requasting special clesrsmces sad -~
other appropriate documentary satsrial vhich
should be forwarded to Inspecticm sud Security.

§, Euvelope No. 2 (sddressed for return to the Perscanel
Office) will comtain only & carbon copy of the transmittal
list.

5. A single set of emvelopes, Nos. 1 and 2, will be
prepared by each Transactions and ieccrds Bramch for
trensmittal once sach working day. The eawelopes will be
dslivered by Persomnel Office messengers to offices
designated by thw Reproductiom Divisiom for relay to the
reprotuction slent 1

6. Tobe Reproductiom Division will remove all Persomel
History Statemsnts forwayded im Enwelope No. 1 and prepere
six photostatic coples of each Peresomsl History Statement;
the origisal sad five photostatic copies of the Fersomsl
Ristory Statement will then bs enclosed in Ruvelope No. 2
and forwarded to the Persomme) Security Bremch of Inspection
and Security.

7. The Reproduction Divisiom will insert ome photostatic
copy of each Fersopsl Eistory Statemsnt in Enmvelope No. 2
and vill retura this envelope to the Tramsactions snd
Recoxrds Brench from which 1t was crigisally received.

25X1A6a

8. The operetions performed by the Feproductiom
Brasch will bde handled in accordamce with such schedules
88 will easure the receipt of Emvelopes Nos. 1 and 2 by
Inspection anéd Security and by Personnel respectiwely,
within ome working day after thess envelopes were initially
dispatched from the Persommel Office to the Reproduction
Divigiom.

CONCURKENCES : '

Parsconel Office
Administrative Services Office
Inspection and Security Office
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